Caritas of Austin

Job Description

DEPARTMENT:  Housing Services
PROGRAM: 
       Data Services
POSITION:
       Data Services Coordinator 

SUPERVISOR:    Associate Director of BSS Plus and Evaluations
________________________________________
GENERAL DESCRIPTION

The Data Services Coordinator is responsible for overseeing data collection and analysis as it relates to the utilization of a web-based data system Homeless Management Information System (HMIS) Service Point. This position’s primary mission is to ensure the agency is collecting and reporting accurate data to funders and getting the most efficient use of its data system.  

POSITION DUTIES AND RESPONSIBILITIES
1. Serve as Caritas’ primary point of contact with Bowman Systems & the HMIS System Administrator.

2. Work with Technical Support staff to develop and maintain online user support and FAQ for Caritas Portal

3. Daily end-user support (in person, via phone and e-mail) to ensure most consistent, uninterrupted database access possible. 

4. Develop effective Service Point program reporting tools.

5. Creation, generation and correction of regular data quality reports to Program Managers, Directors, Grant Writer and Funders.  

6. Routinely analyze data collected by the agency to inform with regard to effective data entry and program efficacy.
7. Develop and conduct basic Service Point training of new employees in collaboration with their supervisor. 
8. Regularly interact with Caritas program management personnel to ensure targeted/accurate data collection and reporting for each program.
9. Confer with direct service providers to determine how Service Point can be used as an effective and efficient tool for case management.

10. Examine and evaluate goals, objectives and operations of Data Services with the Housing Services Director and Associate Director of BSS Plus and Evaluations.

11. Monitor expenses and provide fiscal management of data services as needed by finance department (particularly tracking of users licenses).  Engage in appropriate teamwork functions in order to provide a professional working environment and effective service delivery.

12. Participate in regular staffing meetings: individual supervision, department meetings, and all-staff meetings.

13. Perform other duties as required.
POSITION REQUIREMENTS

Education:     Bachelor’s Degree in a social services, business management, data analysis, related field, or equivalent work experience.  Experience using Homeless Management Information System (HMIS) Service Point, other web-based data systems, and data analysis is necessary.

Experience:  Experience working with databases, data quality, data analysis and various software programs: word processing, spread sheets, etc. Experience working with Service Point or other comparable online databases strongly preferred.  Non-profit experience and understanding of social service programs preferred. Ability to meet deadlines, demonstrate leadership skills, exhibit critical thinking skills, communicate clearly and anticipate problems, strong organization skills and project management experience.  Expertise in quality assurance and ability to conduct qualitative and quantitative analysis.  

To apply, send cover letter and resume to chamilton@caritasofaustin.org Qualified candidates will be contacted to set up an interview.   No phone calls please.  For more information about Caritas of Austin visit www.caritasofaustin.org
FTE: 1.00






